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PREFACE 


This bibliography has been prepared to help Department of Labor 
managers meet the new performance standards implemented under the Civil 
Service Reform Act, and to develop further their managerial capabili- 
ties, Managers and executives in other Federal agencies may find it 


useful also, as it is a general bibliography on the principles and 
practice of management, supplemented by material on public administra- 
tion and personnel management in the Federal government, 


The field of "management" is very extensive and includes a wide 
range of more specific topics. Many subjects in addition to those pre- 
sented here might logically have been included, but space and time 
limitations did not permit. The card catalog of the Department Library, 
however, contains many entries on related subjects, and persons inter- 
ested will be able to locate additional material easily by consulting 
the card catalog. The following subject headings are suggestions: 
Accounting, Budgeting, Computers, Electronic data processing, Employee- 
management relations in government, Financial management, Industrial 
psychology, Industrial relations, Labor economics, Operations research, 
Zero=-base budgeting. 


The present bibliography is based primarily on a search of the 
card catalog in the Dept. of Labor Library, of Personnel Literature, 
issued by the Office of Personnel Management (formerly the Civil Service 
Commission) from 1978 through April 1980, and of Labor Literature, 1978 
through June 1980, Some earlier bibliographies on management and execu- 
tives were also reviewed. The 1979 bibliography, Executive Personnel, 
issued by the Office of Personnel Management Library, was useful; this 
is listed on page 60 in the section on Executive Development. 


Almost all cf the books included in the bibliography were pub- 
lished within the past 10 years. The subjects of the bibliography are 
inter-related and overlap to some extent. Many publications could 
reasonably have been entered under more than one heading, but in the 
interest of brevity, they have been listed only once. Call numbers 
shown in the bibliography are those of the Department of Labor Library. 


A few recent magazine articles are included; these were taken, 
generally, from Personnel Literature and Labor Literature. The large 


amount of periodical literature on management and personnel subjects 
made it impossible to include more than a cursory scattering of the 


recent material, At the end of the bibliography te a List of thuge 
zines in the fields of management which are available in the Departe 
ment of Labor Library. Department employees are encouraged to come to 
the Library to browse in the Periodicals Branch and borrow magazines 
of interest to them. Also, written requests can be sent to the 
Periodicals Branch to obtain regular routing of periodical titles. 


lf employees wish to locate additional periodical references on 
a particular aspect of management, subject searches of the periodical 
Literature can be made by using Business Periodicals Index and PALS 
(Public Affairs Information Service), printed indexes kept in the 
Reference Room of the Library. 


There are several online data banks that can be searched for 
specific questions in the field of management. Inform and Management 
Contents, in particular, were created to cover periodical literature 
on management topics. See or call the Reference Librarians (523-6992) 
to request data bank searches. 


Labor Department managers and executives interested in keeping 
up with new publications in the labor field can receive Labor Litera- 
ture regularly. This is a semimonthly list of recent additions to the 
Department Library and a selection of current periodical articles on 
topics related to programs of the Department. Call the Bibliography 
Office, 523-8075, to have your name placed on the distribution list. 


This bibliography was prepared by Elizabeth K. Van Staaveren. 
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New York, Van Nostrand Reinhold Co,, 1971, 104 p. HF5386,.A6 

Black, Gilbert J. Trends in management development and education: an economic 
study. White Plains, N.Y., Knowledge Industry Publications, c1979, 198 p. 
(Communications library) T73.B52 


Bricker's international directory of university-sponsore’ executive development 
programs, 1978, South Chatham, Mass., Bricker Publications, 1977. 487 p. 
HD20.B62 1978 Reference 


Byers, Kenneth T., ed. Employee training and development in the public service. 
Chicago, Public Personnel Association, 1970. 372 p. JF1338.E5 


Clarke, John R. Executive power: how to use it effectively. Englewood Cliffs, 
N.J., Prentice-Hall, 1979. 260 p. HD31.C54 


Desatnick, Robert L. A concise guide to management development. New York, 
American Management Association, 1970. 175 p. T73.D43 


Developing executive leaders. Edited by Edward C. Bursk and Timothy B. Blodgett. 
Cambridge, Harvard University Press, 1971. 191 p; HD31.D35 
"The fourth and final volume of articles selected from the Harvard business 
review for the series entitled The business administrator." 


Dinsmore, Francis W. Developing tomorrow's managers today. New York, Amacom, 
1975. 130 p. HD31.D55 

Executive seminar in sound (audiotape) Washington, Nation's Business, 1970-71. 
8 cassettes. 2s (in case) Audiotape no.10 


Contents.-no.1. How to get your ideas across.-no.2. Make the most of your time.- 
no.3. Your role as a decision maker.-no.4. Guide to better people management.- 
no.5. Mastering the art of delegating.-no.6. Organizing your plans and planning 
your organization.-no.7. Strategies of moving ahead.-no.8. How to live with your 
Own success. MUST BE USED IN THE LIBRARY. 
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Executive Development=-cont inued 


Fernandez, John P, Hlack managers in white corporations, New York, Wiley, 
1975, 108 p, HD4903,5,U5F33 1975 
"\ Wiley-Interscience publication," 
Bibliography: p.291=296, 


Golightly, Henry 0, Managing with style, and making it work for vou. Illustra: 
tions by Rie kstrada, New York, Amacom, c1l9/7, 159 p. HD31,G67 
Partial contents.-What is management style?=The spectrum of management styles,- 
Symptoms of a defective management style.-Adjusting your management style,-How 
your boss's style helps--or hurts--you.-Making your style work for you, 


Hague, Hawdon, Executive self-development; real learning in real situations. 
New York, Wiley, 1974, 243 p. HD31,H2 
"A Halsted Press book.” 
Contents.=Self-development rather than "training.'"-The real needs,-Development 
tools (includes: Coaching by line managers; Coaching by specialists; Planned 
and unplanned experience; Courses).-Strategies for effective development. 


Hamblin, Anthony C, fvaluation and control of training. London, McGraw-Hill, 
1974, 208 p. (McGraw-Hill European series in management ) 
On evaluation of the training of executives. T73.H26 


Henshaw, Richard C. and James kK. Jackson. The executive game. 3d ed. Homewood, 
[ll., Irwin, c1978, 189 p. HD30,.26.H46 1978 


Humble, John W. Improving the performance of the experienced manager. London, 
New York, McGraw-Hill, 1973. 346 p. (McGraw-Hill European series in manage- 
ment ) T73.H86 


Jacobs, Herman S. and Katherine Jillson. Executive productivity. New York, 
AMACOM, 1974. 26 p. (American Management Associations. AMA survey report) 
HD38.J3 


Jennings, Eugene E. Routes to the executive suite. New York, McGraw, 1971. 
334 p. HD31.J442 


Kory, Robert B. The transcendental meditation program for business people. 
New York, AMACOM, cl1976. 91 p. (An AMA management briefing) 
Bibliography: p.89-91. HD38.K65 


Levitt, Mortimer. The executive look and how to get it: professional guidelines 
for putting together executive wardrobes for men and women. New York, AMACOM, 
1979, 76 p. (An AMA management briefing) HF5386.L46 
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Executive Development=-cont inued 


Lopez, Felix M, The making of a manager; guidelines to his selection and promo- 
tion. New York, American Management Association, 1970, 291 p. HD31.L65 


Lorsch, Jay W. and Louis 8. Barnes, comps. Managers and their careers: cases and 
readings. Homewood, [1l., R.D. Irwin, 1972. 278 p. (The Irwin-Dorsey 
series in behavioral science) (Organizational behavior and administration series) 

HD31,.L662 


Mahler, Walter R. and William F,. Wrightnour. Executive continuity: how to build 
and retain an effective management team. Homewood, I1l., Dow Jones-Irwin, 
1973, 254 p. HD31.M2817 

Mailick, Sidney, ed. The making of the manager: a world view. The United Nations 
Institute for Training and Research. lst ed. Garden City, N.Y., Anchor Press, 
1974, 481 p. HD20.M267 


Managerial behavior, performance, and effectiveness, by John P. Campbell and others. 
New York, McGraw-Hill, 1970. 546 p. (McGraw-Hill series in psychology) 
McGraw-Hill series in management. HD31.M294 
Bibliography: p.500-528. 


Managerial values for working, by Vin:ent S. Flowers and others. New York, AMACOM, 
1975. 50 p. (American Management Association. An AMA survey report) 
HD3i.M2943 


Partial contents.-Why people work.-Managerial value patterns.-Why managers stay. 
-New patterns for managing. 


Motivation to manage: a ten year update on the Studies in management education 
research. Edited by John B. Miner. Atlanta, Organizational Measurement Systems 
Press, cl977., 248 p. HD31.M67 

Bibliography: p.239-248. 


Nation's business. The executive's guide to health and vigor; your practical path 
to vital mental and physical wellbeing. ‘Washington, 1974?) 16 p. 
RA776.5.N37 
Nation's business. Testing executive success potential. 101 ways to test your 
leadership, creativity, initiative & judgment. (Washington, 1974?) 16 p. 
HD31.N32 
Odiorne, George S. Training by objectives; an economic approach to management 


training. New York, Macmillan, 1970. 354 p. T73.036 
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Executive Development~~continued 


Parr, William M, Executive's guide to effective letters and reports, West 
Nyack, N.Y., Parker Pub, Co,, c1976. 222 p. HF5726.P37 

Passett, Barry A. Leadership development for public service. Houston, Gulf 
Pub. Co., 1971, 135 p. JK691, P37 


Bibliography: p.119-128. 

This book is part of a series of books supported by the American Society for 
Training and Development as part of its continuing program to encourage publica- 
tion in the field, 


Pearse, Robert F. Manager to manager: what managers think of management develop- 
ment. New York, AMACOM, 1974, 52 p. HD20,P4 

Pearse, Robert F. Manager to manager II: what managers think of their managerial 
careers. New York, AMACOM, cl977. 65 p. (An AMA survey report) 

HD31.P372 

Pearse, Robert F. and B. Purdy Pelzer. Self-directed change for the mid-career 
manager. New York, AMACOM, 1975. 187 p. HD31. P37 

Phillips, Victor F. The organizational role of the assistant-to. New York, 
American Management Association, i971]. 96 p. HD31.P45 

Reeves, Elton T. So you want to be a manager! New York, American Management 
Association, cl9/71. 262 p. T58.2.R44 

Reeves, Elton T. So you want to be an executive! New York, American Management 
Association, 1971. 244 p. HD31. R386 

Revans, Reginald W. Developing effective managers: a new approach to business 
education. New York, Praeger Publishers, 1971. 201 p. (New directions in 
management and economics) HD20.R4 

Schoonmaker, Alan N. Executive career strategy. New York, American Management 
Association, 1971. 214 p. HD31.S287 

Shykind, Maury. Self-marketing manual for executives; a comprehensive step-by- 
step manual showing how to make a professional search for the position best suited 
to each individual's own needs to obtain career satisfaction. New York, ARCO, 
1971. 210 p. HF5383.S47 


On cover: Resumes that get the job done. 
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Silber, Mark B. and V. Clayton Sherman. Managerial performance and promotability; 
the making of an executive. New York, AMACOM, 1974, 179 p. HD31.846 
Smith, Martin R. I hate to see a manager cry or, How to prevent the litany of 
management from fouling up your career, Reading, Mass., Addison-Wesley, 1973. 
209 p. HF5386.S55 


Partial contents.-Recognizing management diseases.-Circumventing corporate 
politics.-Debunking accepted personnel theories.-Getting there.-Staying there.- 
Moving ahead. 


Tarrant, John J. Getting fired: an American ordeal. New York, Van Nostrand 
Reinhold, 1974. 218 p. HD31.7T37 

Tarrant, John J. How to negotiate a raise. New York, Van Nostrand Reinhold 
Co., 1976. 195 p. HD4909.T27 


Taylor, Bernard and Gordon L. Lippitt, eds. Management development and training 
handbook. London, New York, McGraw Hill, 1975. 650 p. HD31.7T388 
"Bibliography by N.R. Hunter": p.615-628. 


This, Leslie E. The small meeting planner. Houston, Tex., Gulf Pub. Co., 
1972. 234 p. AS6.T45 
Bibliography: p.229-234. 


U.S. Civil Service Commission. Executive Personnel Technical Assistance Center. 


Executive personnel technical assistance papers. Washington, U.S. Govt. Print. 
Off., 1973-78. 5 v. 
Contents. 
no.l. Considerations in the identification of managerial potential. 1973. 
27 p. 
no.2. Suggestions for individual development planning. 1973. 22 p. 
no.3. Decision analysis forecasting for executive manpower planning, by John W. 
Vincent. 1974. 30 p. 
no.4, Executive personnel planning guidance. 1977. 25, A6é p. 


no.5. Executive effectiveness and organizational team building, Nov. 1977. 
1978. 38 p. 


Uris, Auren. The frustrated titan; emasculation of the executive. New York, 
Van Nostrand Reinhoid Co., 1972. 201 p. HD31.U692 
Uris, Auren and Marjorie Noppel. The turned-on executive; building your skills for 


the management revolution. New York, McGraw-Hill, 1970. 236 p. HD31.U69 
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Vance, Charles C, Manager today, executive tomorrow, New York, McGraw-Hill, 
1974, 226 p. HD31,V29 
Wachs, William. 101 managerial situations and how to handle them. West Nyack, 
N.Y., Parker Pub. Co., c1976. 231 p. HD31.W23 
Some of the situations covered: Resistance to change.-Failure to use authority 
‘ 


properly.-Problems’ with fellow managers.-Manager who violates company policy.- 
Manager who lacks initiative and drive.-The old-time employee.-The employee with 
personal problems. 


Warr, Peter B. land others) Evaluation of management training: a practical frame- 
work, with cases, for evaluating training needs and results. London, Gower 
Press, 1970. 111 p. (A Gower Press special study) HD20.W28 

On the teaching of management in Great Britain and training of executives. 


Wasserman, Paul and Marlene A. Palmer. Training and development organizations 
directory: reference work describing firms, institutes, and other agencies 
offering training programs for business, industry, and government. Detroit, 
Gale Research Co., 1978, 614 p. HD20.W29 Reference © 


Watson, Charles E. Management development through training. Reading, Mass., 
Addison-Wesley Pub. Co., c1979. 340 p. dD31.W36 


Wortman, Max S. and JoAnn Sperling. Defining the manager's job: a manual of 
position descriptions. 2d ed. New York, AMACOM, 1975. 434 p. 
First ed. by C.L. Bennet published in 1958. HD38.W67 1975 
Bibliography: p.425-429, 


Bibliographies 


Herbert, Theodore T. and Edward B. Yost. Management education and development: 
an annotated resource book. Westport, Conn., Greenwood Press, 1978. 211 p. 
27164 .07H46 


U.S. Office of Personnel Management. Library. Executive personnel. Washington, 
for sale by the Supt. of Docs., U.S. Govt. Print. Off., 1979. 60 p. (Its 
Personnel bibliography series, no.109) 27164.E5U538 no 109 

Updates Personnel bibliography no.100 and earlier editions. 
Partial contents.-Executives in Federal government.-Executives in other public 


sectors.-Executive personnel management (includes performance evaluation, pay, 
training, etc.).-Leadership. 
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Executive Development--cont inued 


Recent Magazine Articles 


Anthony, William P. Living with managerial incompetence. (In Business horizons, 
June 1978, v.21, p.57-64) 
"The incompetent superior presents difficult problems for subordinates, who must 
work informally to change the superior's performance and the performance of the 
total organization." 


Beam, Henry W. The new route to the top. (In SAM advanced management journal, 
Spring 1979, v.44, p.55-62) 

"The author advises young managers on how to take advantage of the many oppor- 
tunities available to them to develop these needed skills, and he provides exam- 
ples of those individuals who have made it to the top by capitalizing on those 
opportunities." 


Birkman, Roger. What sets an executive apart from his peers? (In SAM advanced 
management journal, Summer 1978, v.43, p.58-62) 


Connell, John J. How your job will change in the next 10 years. (In Administra- 
tive management, Jan. 1979, v.40, p.26-28+) 
"The executive in charge of tomorrow's business operations faces the awesome 
task of managing technology, information communication--and people." 


Gilbert, G. Ronald and John V. Sauter. The Federal Executive Institute's executive 


development programs. (In Public personnel management, Nov./Dec. 1979, v.8, 
p- 407-415) 


Hall, Jay and Susan M. Donnell. Managerial achievement: the personal side of 
behavioral theory. (In Human relations, Jan. 1979, v.32, p.77-101) 

"Five separate studies involving over 12,000 managers were conducted to explore 
the relationship between personal applications of behavioral science principles 
and managerial achievement. Managers, categorized as High, Average, or Low 
Achievers according to an objective achievement formula, were asked to respond to 
several standardized survey instruments based on the theories of Argyris [et al.] 
... High Achievers were found to behave in ways essentially consistent with the 
normative thrust of the models cited while Average and Low Achievers violated 
critical tenets of those models." 


Kruse, John H. Four steps to get ahead; how to get your superior to work for you! 
(In Management world, Dec. 1978, v.7, p.10-12) 


Miller, William H. Miseries of the misfit managers. (In Industry week, Apr. 16, 
1979, v.201, p.50-54) 


About the difficulties of executives who must adopt behavioral patterns that 
run counter to their true selves. 


Executive Development 
Recent Magazine Articles--continued 


Thomson, Harvey A. and James A. Waters. Taking over the new job: breaking 
through versus breaking in. (In SAM advanced management journal, Spring 1979, 


v.44, p.4-16) 
"Rather than spend the first few weeks in a new position doing little or, worse, 


charging about fighting fires that he has inadvertently started, a manager can use 
the time to launch a drive for performance improvement that will be sustained 
beyond the person's time in the job." 


Weiss, Alan J. How to influence people outside your control. (In Supervisory 
management, Dec. 1977, v.22, p.2-9) 


Why you should teach managers to project positive vibes. (In Training, Dec. 1978, 


v.15, p.88-91) 
"Whether your management trainees are expiring, perspiring, aspiring, or 
inspiring, these 10 points will help them strengthen the positive images they know 


they are supposed to project." 
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EXECUTIVE STRESS 


Adams, John D. land others! Transition: understanding & managing personal change. 
London, M. Robertson, c1976, 241 p. BF698.2.A3 
Bibliography: p.225-233, 


Buck, Vernon E, Working under pressure. New York, Crane, Russak, 1972. 252 p. 
Bibliography: p.229-241, BF401.B83 
Cooper, Cary L. and Judi Marshall. Understanding executive stress. New York, 
PBI, cl977. 226 p. HD31.C64 


"A Petrocelli book," 
Bibliography: p.207-221. 


Frew, David R. Management of stress: using TM at work. Chicago, Nelson-Hall, 
c1977., 235 p. HD4904 .F675 

Greenwood, James W., III, and James W. Greenwood, Jr. Managing executive stress: 
a systems approach. New York, Wiley, 1979. 253 p. HD31.G76 

Kinzer, Nora S. Stress and the American woman. Garden City, N.Y., Anchor 
Press/Doubleday, 1979. 272 p. HQ1206.K45 


Bibliography: p.243-262. 


Levinson, Harry. Executive stress. lst ed. New York, Harper and Row, cl9/70. 
289 p. HD31.L477 

Yates, Jere E. Management stress: a businessperson's guide. New York, AMACOM, 
c1979, 165 p. HD4904.5.Y37 


Bibliography: p.155-158. 
A magazine article by this author, on the same subject, appeared in Management, 
Sept. 1979, v.1, p.13-15. 


Bibliography 


Newman, John E. and Terry A. Beehr. Personal and organizational strategies for 
handling job-related stress: a bibliography. Monticello, I1ll., Council of 
Planning Librarians, 1978. 7 p. (Exchange bibliography - Council of 
Planning Librarians; 1514) Z5942.C682 no.1514 
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PERFORMANCE APPRAISAL FOR MANAGERS 


Allan, Peter and Stephen Rosenberg. Formulating usable objectives for manager 
performance appraisal. (In Personnel journal, Nov. 1978, v.57, p.626-629+) 


Beusse, William fk. Performance appraisal: the thirteenth labor of Hercules. 
(In GAO review, Winter 1980, v.15, p.37-39) 


Bureau of National Affairs, Washington, D.C. Employee performance: evaluation and 
control. Washington, 1975. 62 p. (Its Personnel policies forum survey, 
no. 108) T59.B892 no.108 

Bureau of National Affairs, Washington, D.C. Management performance appraisal 
programs. Washington, 1974. 46 p. (Its Personnel policies forum survey, 
no.104) T59.B892 no.104 

Clark, Cynthia land others! Job elements & performance appraisal; new uses for a 
tried and true method. (In Management, Sept. 1979, v.1, p.3-5) 


"A case study on performance appraisal using the job element method to define 
critical elements in printing production jobs." 


Clark, Timothy B. Bureaucracy report: making government workers toe the perform- 
ance line. (In National journal, July 14, 1979, v.11, p.1162-1166) 
"Federal personnel managers are attempting to set performance standards for 
each employee and each agency--and then to hold them to the standards." 


Cummings, Larry L. and Donald P. Schwab. Performance in organizations; determi- 
nants & appraisal. Glenview, I1l., Scott, Foresman, 1973. 176 p. 
(Management applications series) HD6962.R3C8 


On performance appraisal of employees. 


Finkle, Robert B. and William S. Jones. Assessing corporate talent; a key to 
managerial manpower planning. New York, Wiley-Interscience, 1970. 248 p. 
HD6962.R3F5 
Hayes, James L. The AMA model of superior performance. (In Management review, 


Nov. 1979, v.68, p.2-3; Feb. 1980, v.69, p.2-3) 


Contents.-pt.l. A new look at managerial competence.-pt.2. How can I do a 
better job as manager? 


Kellogg, Marion S. What to do about performance appraisal. Rev. ed. New York, 
AMACOM, 1975. 209 p. HD6962.R3K4 1975 
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Performance Appraisal For Managers-~cont inued 


Koontz, Harold, Appraising managers as managers, New York, McGraw-Hill Book 
Co., 1971, 239 p. HD6962.R3K66 
Kreiger, Hyman L. Performance appraisals--an opportunity for improved management, 


(In GAO review, Winter 1980, v.15, p.33-36) 
Adapted from a speech delivered June 18 at the American Management Assoc ia-~- 
tion's Performance Appraisal Workshop. 


Lacho, Kenneth J. land others! A study of employee appraisal systems of major 
cities in the United States. (In Public personnel management, Mar./Apr. 1979, 
v.8, p.l1ll-125) 


Lazer, Robert I. and Walter S. Wikstrom. Appraising managerial performance: 
current practices and future directions. New York, Conference Board, c1977. 
122 p. (Conference Board report; no.723) HD8055.C6 no.723 
"A research report from the Conference Board's Division of Management Research." 


Leadership and management appraisal; the proceedings of a NATO conference held in 
Brussels. K.W. Tilley, editor. London, English Universities Press; New York, 
Crane, Russak, 1974, 432 p. HD29.L4 

Symposium held from 2 to 6 Aug. 1971 and sponsored by NATO Science Committee. 


Lopez, Felix M. Evaluating employee performance. Chicago, Public Personnel 
Associaiton, 1968. 306 p. (Policies and practices in public personnel 
administration) HD6962.R3L6 

Morrisey, George L. Appraisal and development through objectives and results. 
Reading, Mass., Addison-Wesley Pub. Co., 1972. 140 p. 

Bibliography: p.135-140. HD6962..R3M6 

Presnick, Walter J. Measuring managerial productivity. (In Administrative 


management, May 1980, v.41, p.26-28+) 
"Although still in its infancy, the measurement and improvement of managerial 


productivity is receiving serious attention as the next logical step in making the 
office of the near future more cost effective." 


Sloma, Richard S. How to measure managerial performance. New York, Macmillan, 
1980. 257 p. 


Sweetland, John. Managerial productivity. Scarsdale, N.Y., Work in America 
Institute, cl1978. 40 p. (Highlights of the literature; 4) 
Work in America Institute studies in productivity. HD4945.H5 v.4 
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EXECUTIVE COMPENSATION 


Belcher, David W, Compensation administration, Englewood Cliffs, N.J., 
Prentice-Hall, 1974, 606 p. HD4904.B4 1974 

Cheeks, James, How to compensate executives, Homewood, I1l1., Dow Jones-Irwin, 
1974, 288 p. HD4966, E8C45 

Crystal, Graef 5. Executive compensation; money, motivation, and imagination, 
Rev. ed, New York, AMACOM, 1978, 206 p. HD4966,E8C79 1978 


. fresh, updated look at executive compensation and why money alone no longer 
motivates employees to perform today.''=-publisher's announcement, 


Hartman, Robert W. and Arnold R. Weber, eds. The rewards of public service; com- 
pensating top federal officials. Washington, "rookings Institution, 1980, 
238 p. 
Papers presented at a conference held at Brookings Institution in Oct. 1978, 
"Should the link between congressional salaries and those of other federal 
officials be broken? What is the proper relation between salaries paid to execu- 
tives in public and private life? By what procedure should the salaries of public 
officials be set? These and similar questions are investigated...''--publisher's 
announcement. 


Hestwood, Thomas M. Ensuring the effectiveness of compensation programs. 
(In Compensation review, First Quarter 1979, v.11, p.11-21) 


"MBO applies just as much to managing compensation as it does to any other 
business function." 


Lawler, Edward E. Pay and organizational effectiveness: a psychological view. 
New York, McGraw-Hill, 1971. 318 p. HD4909.L35 
Patten, Thomas H. Pay: employee compensation and incentive plans. New York, 
Free Press, 1977. 607 p. HD4909. P36 
Steinbrink, John P. Executive compensation: Dartnell's 12th biennial survey; 
research by William B. Friedeman. Chicago, Dartnell Corporation, 1978. lv. 
Loose-leaf for updating. HD4966.E8°7 1977 


Survey covers calendar year 1977. 


U.S. Congressional Budget Office. Executive compensation in the Federal Govern- 
ment, prepared by Earl A, Armbrust. Washington, U.S. Govt. Print. Off., 1977. 
33 p. (Background paper - Congressional Budget Office; no.18) JK775.A453 
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Executive Compensat lon--cont inued 


U.S. General Accounting Office, Annual adjustments=-the key to Federal executive 
pay: report to the Congress by the Comptroller General of the United States, 
Washington, 1979, 46 p. JK775.A424 1979 


"PpCD=-79-31," "B-101992,"' 


U.S. Office of Personnel Management. Senior management employees: your merit pay 
system, Washington, U.S. Office of Personnel Management; for sale by the Supt. 
of Docs., U.S. Govt, Print. Off., 1979. 39 p. (PMS 540A) JK775,A414 


Bibliographies 


Committee of University Industrial Relations Librarians. Exchange bibliography 
no,1637, Executive compensation: a selective bibliography. Champaign, I1l., 
1977, 24 p. Bibliography File - Executives 


Contents.-An overview.-Canada.-United States.-Europe.-Great Britain.-Australia. 
Prepared by Monique Marchand, Public Service Staff Relations Board Library, 
Canada, 


Mohn, Norman C, Compensation of professionals; a selected and annotated bibliog- 
raphy. Austin, Bureau of Business Research, University of Texas at Austin, 
1972. 90 p. (Texas, University. Bureau of Business Kkesearch. Bibliography 


series, no.16) HF5500.7T35 no.16 
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LEADERSHIP 


Amacom, Conference leadership; a manual to assist in the development of conference 
leaders. Edited by Ernest C, Miller, Illustrated by Ric Estrada, Rev, ed, 
New York, 1972. 116 p. AS6.A55 1972 


Original ed, issued by Esso Standard O11 Company. 
Bibliography: p.114-116. 


Basil, Douglas C, Leadership skills for executive action. New York, American 
Management Association, 1971, 198 p. HD31,.B3222 

Bennis, Warren G. The unconscious conspiracy: why leaders can't lead, New York, 
AMACOM, c1976. 176 p. HM141,B45 

Brown, James D. The human nature of organizations. New York, AMACOM, 1973. 
168 p. BF637.L4B7 

Burns, James M. Leadership. New York, Harper & Row, cl1978. 530 p. 

HM141.B87 

Carlisle, Howard M. Situational management; a contingency approach to leadership. 
New York, AMACOM, 1973. 190 p. HD38.C27 

Cribbin, James J. Effective managerial leadership. New York, American Manage- 
ment Association, 1972. 264 p. HD38.C76 

Fiedler, Fred E. and Martin M. Chemers. Leadership and effective management. 
Glenview, Il1., Scott, Foresman, 1974. 166 p. (Management applications 
series) BF637.L4F52 

Goble, Frank G. Excellence in leadership. New York, American Management Asso- 
ciation, 1972. 222 p. BF637.L4G6 

Hewett, Thomas T. and Gordon E. O'Brien. The effects of work organization, leader- 
ship style, and member compatibility upon small group productivity. Seattle, 
Organizational Research, Department of Psychology, University of Washington, 
1971. 25 p. HD4904 .H448 

Hollander, Edwin P. Leadership dynamics: a practical guide to effective relation- 
ships. New York, Free Press, c1978. 212 p. HM141.H65 

Meares, Ainslie. How to be a boss; a practicing psychiatrist on the managing of 
men. ist Amer. ed. New York, Coward, McCann & Geoghegan, 1971, c1970. 


249 p. BF637.L4M4 1971 


69 


Leadership~-cont inued 


Nathan, Ernest D. 24 questions in group leadership. Reading, Mass., Addison- 
Wesley, cl9/79, 160 p. AS6,.N37 1979 

Passett, Barry A. Leadership development for public service, Houston, Gulf 
Pub. Co., 1971. 135 p. JK691,P37 


This book is part of a series of books supported by the American Society for 
Training and Development as part of its continuing program to encourage publi- 
cation in the field. 


Phillips, Gerald M. land others J Group discussion, a practical guide to partici- 


pation and leadership. Boston, Houghton Mifflin, c1979. 253 p. HM291,P488 
Sayles, Leonard R. Leadership: what effective managers really do...and how they 
do it. New York, McGraw-Hill, cl979. 251 p. (McGraw-Hill series in 
management ) HD31.8281 
Schroeter, Louis C, Organizational elan. New York, American Management Associ- 
ation, 1970. 181 p. HD38.S35 


Swope, George S. Dissent--the dynamic of democracy. New York, AMACOM, 1972. 
247 p. HD70.U5S8 
"...a pragmatic, common-sense book written to help you manage confrontations 
without abridging the right to dissent, without abdicating authority, without 
adding fuel to the fire, and without storing up trouble for the future."-- 
book jacket. 


Vardaman, George T. Dynamics of managerial leadership. Philadelphia, Auerbach 


Publishers, 1973. 151 p. (Auerbach management and communication series) 
Bibliography: p.143-145. HD31.V35 
Vecchio, Robert P. An integrative approach to the study of leadership: an 
empirical examination and theoretical integration. Champaign, Il1l1., University 
of Illinois at Urbana-Champaign; Springfield, Va., available from National Tech- 
nical Information Service, 1976. 189 leaves. BF637.L4V4 


Prepared for the Employment and Training Administration, U.S. Dept. of Labor, 
under research and development grant no.91-17-76-27. 
Bibliography: leaves 125-133. 


Vroom, Victor H. and Philip W. Yetton. Leadership and decision-making. 
Pittsburgh, University of Pittsburgh Press, 1973. 233 p. HM131.V72 
Bibliography: p.221-225. 


Welte, Carl E. Management and leadership: concepts with an important difference. 
(In Personnel journal, Nov. 1978, v.57, p.630-632+) 


"The author separates these often melded management concepts into the two 
individual processes they really are." 
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Berry, Dick. As women move into management. (In Manage, May/June 1977, v.29, 
p. 10-13) 

"With the changing emphasis on female role relationships, more women are enter~ 
ing the male world of management. In order for women to move to top executive 
positions, ‘studies have revealed that most women need a male mentor. ... Senior 
management, through the personnel function, must make it known throughout the 
company that management favors and sponsors women in managerial positions. There 
should also be a mentor from personnel,''--Inform abstract. 


Bolton, Elizabeth B. Have it your way; mid-career women and their options. 
(In Vital speeches, July 1, 1978, v.44, p.571-573) 

"Tips on self-analysis and job-hunting; call for high standards of profession- 
alism among women in business; advice on dealing with die-hard sex stereotypes and 
forming 'old girl' and mentor-manager relationships within an organization to 
foster protessionalism."=--Inform abstract. 


Bolton, Elizabeth B. and Luther W. Humphreys. A training model for women - an 
androgynous approach. (In Personnel journal, May 1977, v.56, p.230-234) 

"A training model specific to women is unnecessary because the existing model 
which works well for developing managers and leaders can be opened to include 
women. ... By combining supposedly 'feminine' and 'masculine' behavior patterns, 
the androgynous manager can effectively handle a wider variety of situations. Of 
the various types of training programs, informal training is the most effective 
and that least likely to involve women. The sponsor or mentor relationship needs 
to be cultivated carefully. ...'--Management contents abstract. 


Cook, Mary F. Is the mentor relationship primarily a male experience. (In 

Personnel administrator, Nov. 1979, v.24, p.82-86) 
"Many people who work their way up the corporate ladder receive an informal 

education on corporate culture and their own business environment through a 
unique learning experience called a mentor relationship. ... It is questioned 
whether the mentor experience is as open to women as it is to men. ... The lack of 
a mentor relationship often keeps women from executive positions. However, it 
seems that things are slowly changing as more companies are acknowledging the 


importance of mentoring programs and are establishing formal sponsorship pro- 
grams.''--Inform abstract. 


Corporate woman: women finally get mentors of their own. (In Business week, 
Oct. 23, 1978, no.2557, p.74, 79-80) 

"Young women have typically lacked mentors because few top women executives 
existed to play the role. However, the number of female mentors has begun to 
increase, making another stage of integration of women into management possible. 

. The benefits of mentorship do not flow only one way. It is a proof of the 


power of the women executives and a means of impressing it on others. 


ee " =] nform 
abstract. 
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Mentors=-cont inued 


Dalton, Gene W. land others The four stages of professional careers; a new look 
at performance by professionals. (In Organizational dynamics, Summer 1977, 
v.6, p.19=42) 

"This model describes how each one of 4 successive career stages - apprentice, 
colleague, mentor, sponsor - involves different tasks, different types of rela- 
tionships, and different psychological adjustments. ... The mentor and sponsor 
stages have training and shaping the direction of the organization, respectively, 
as the central activities, and assuming responsibilities for others and exercis- 
ing power as the major psychological issues, respectively."--Inform abstract. 


Everyone who makes it has a mentor; interview with F.J. Lunding, G.L. Clements, and 
D.S. Perkins. (In Harvard business review, July/Aug. 1978, v.56, p.89-101) 
"Three top executives with Jewel Company describe their philosophies. The idea 
of mentoring has been in existence at Jewel for years. lt has greatly affected the 
policies and management of the company.''--Management contents abstract. 


Hanson, M.C. Career development responsibilities of managers. (In Personnel 
journal, Sept. 1977, v.56, p.443-455+) 
"Adult career development goes through several stages from apprenticeship to 
mentor. Career development theories are discussed and compared, with the conclu- 
sion emphasizing the importance of supervisors on career development and plan- 


ning.''--Management contents abstract. 

Phillips, Linda L. Mentors and proteges: a study of the career development of 
women managers and executives in business and industry. Los Angeles, 1977. 
190 p. 


Thesis - University of California, Los Angeles. 

Abstracted in Dissertation abstracts international, May 1978, v.38A, 
p.6414-6415. 

"...the study focused upon the concept of ‘career mentoring,’ the help given by 
someone (mentor) to an individual (protege) in order to help the protege define or 
reach his or her life goals. 

",..a number of recommendations are made concerning the strategy of career 


mentoring. ... Finally, some suggestions for 'institutionalized' mentoring programs 
are presented...''--abstract. 


Pospisil, Vivian C. Should you pull strings for the young manager. (In 
Industry week, Sept. 26, 1977, v.194, p.60-62+) 

"The trend toward a mentor/protege relationship in large corporations is just 
about dead, as performance has become the chief criterion for promotion. 
Management development should depend on constant interest in up-and-coming young 
managers and reliable appraisal mechanisms. ... Managers may give advice on 
developing professional skills such as effective time use, improvement of commu- 
nication skills, problem evaluation, etc. Preparing subordinates for promotion 
requires that the manager allow his underling visability and that he make it known 
that the subordinate is highly promotable."'--Inform abstract. 


Mentors-~cont inued 


Roche, Gerard R. Much ado about mentors. (In Harvard business review, 
Jan. /Feb. 1979, v.57, p.14=28) 

"A survey of top business executives reveals that almost two-thirds of them had 
mentors, with about a third of them having 2 or more mentors. The trend toward 
having mentors or executives who take a personal interest in a young manager's 
career has increased in the last 20 years. ... Overwhelmingly, those having mentors 
agree that the relationship has a substantial influence on them personally and on 
their careers.''--Inform abstract. 


Shapiro, Eileen C. [and others) Moving up: role models, mentors, and the "patron 

system," (In Sloan management review, Spring 1978, v.19, p.51-58) 
"Increasing effort, time, and money are being invested in projects for women. 

... It is suggested that: ... 2. Mentors are at one end of a continuum of advi- 
sory/support relationships which facilitate access to such positions for the 
proteges involved. Careful consideration of this continuum will lead to better- 
focused and more effective efforts directed at bringing women into positions of 
leadership and authority.''--Inform abstract. 


Veiga, John F. Female career myopia. (In Human resource management, Winter 
1976, v.15, p.24-27) 

",..Most career women are concerned with taking care of today, in the belief 
that hard work will take care of tomorrow. They fail to realize that career 
planning may reduce future problems. ... Women could benefit from the male expe- 
rience of learning the rules of the game from a mentor, from women's groups at 
companies, and from exploring their feelings and thoughts.''--Inform abstract. 
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EXECUTIVE DEVELOPMENT FOR WOMEN 


Additional material will be found in the preceding section, on Mentors. 


Bartol, Kathryn M. Male and female leaders in small work groups: an empirical 
study of satisfaction, performance, and perceptions of leader behavior. 
East Lansing, Division of Research, Graduate School of Business Administration, 


Michigan State University, 1973. 154 p. (MSU business studies) 
Bibliography: p.149-154, HD6095.B35 
Basil, Douglas C. Women in management. With the collaboration of Edna Traver. 
Foreword by Edith Head. New York, Dunellen, 1972. 124 p. 
Bibliography: p.121-124. 4D6095.B36 
Bayes, Marjorie and Peter M. Newton. Women in authority: a sociopsychological 


analysis. (In Journal of applied behavioral science, 1978, v.14, no.1l, p.7-20) 


Burrow, Martha G. Developing women managers: what needs to be done? New York, 

AMACOM, c1978. 32 p. (American Management Association. AMA survey report) 
HD6053.B852 

Burrow, Martha G. Women: a worldwide view of their management development needs. 
New York, AMACOM, cl1976. 21 p. HD6053.B85 


At head of title: A special report to AMA members. 


Cannie, Joan K. The woman's guide to management success: how to win power in the 
real organizational world. Englewood Cliffs, N.J., Prentice-Hall, c1979. 
228 p. (A Spectrum book) HD6095.C35 


Crawford, Jacquelyn S. Women in middle management: selection, training, advance- 
ment, performance. Ridgewood, N.J., Forkner Pub. Corp., cl1977. 156 p. 
Bibliography: p.134-137. HD6096.M6C7 


Dunlap, Jan. Personal and professional success for women. Englewood Cliffs, 
N.J., Prentice-Hall, 1972. 205 p. T174.D85 


Frank, Harold H. Women in the osganization. Philadelphia, University of 
Pennsylvania Press, 1977. 309 p. HD6095.F7 


Harragan, Betty L. Games mother never taught you: corporate gamesmanship for 
women. New York, Warner Books, 1978, cl977. 399 p. HD6095.H33 


Hennig, Margaret and Anne Jardim. The managerial woman. Ist ed. Garden City, 
N.Y., Anchor Press/Doubleday, 1977. 221 p. HD6095.H45 


Executive Development for Women--cont taued 


Herbert, Theodore T. and Edward B. Yost. Women as effective managers,...a stra- 
tegic model for overcoming the barriers. (In Human resource management, 
Spring 1978, v.17, p.18-25) 


Higginson, M. Valliant and Thomas L. Quick. The ambitious woman's guide to a 
successful career. New York, AMACOM, 1975. 230 p. HD6095.H54 

Kahne, Hilda. Women in management: strategy for increase. Excerpt from statement 
to Advisory Committee on the Economic Role of Women, Council of Economic Advisors. 
Washington, Business and Professional Women's Foundation, 1974. ll p. 

HD6095.K29 

Larwood, Laurie and Marion M. Wood. Women in management. Lexington, Mass., 
Lexington Books, c1977. 199 p. HD6095.L3 

Larwood, Laurie ‘and others Training women for management: new problems, new 
solutions. (In Academy of Management review, July 1978, v.3, p.584-591) 

Loring, Rosalind and Theodora Wells. Breakthrough: women into management. 
New York, Van Nostrand Reinhold Co., 1972. 202 p. HD6095.L82 

Lynch, Edith M. The executive suite--feminine style. New York, AMACOM, 1973. 
258 p. HD6095.L9 


Bibliography: p.257-258. 


Meyer, Herbert H. and Mary D. Lee. Moving women into "male" jobs: successes and 
failures in ten companies. New York, Management Resources, inc., 1978. 
lv. (MRI executive series) HD6095.M49 


Loose-leaf for updating. 


Newton, Derek A. Think like a man, act like a lady, work like a dog. lst ed. 
Garden City, N.Y., Doubleday, 1979. 128 p. HF5500.2.N46 


Political and Economic Planning. Women in top jobs: four studies in achievement. 
London, Allen & Unwin, 1971. 328 p. HD6137.P67 
On spine: Michael Fogarty ‘and others} 


Rogalin, Wilma and Arthur R. Pell. Women's guide to management positions. 
New York, Simon & Schuster, 1975. 149 p. HD6095.R58 


Executive Development for Women--cont inued 


Stashower, Gloria. Careers in management for the new woman. New York, F. Watts, 
1978, 120 p. (Choosing careers and life-styles) HD6095.S874 
Bibliography: p.115-116. 
Summary: An introduction to the world of management and some women now involved 
in that field. 


Stewart, Nathaniel. The effective woman manager: seven vital skills for upward 
mobility. New York, Wiley, cl978. 219 p. HD6095.S75 
"A Wiley-Interscience publication." 


Tips for upwardly mobile women in management. (In Manage, May/June 1978, v.30, 
p. 10-11) 

West, Naida. Leadership with a feminine cast. San Francisco, R and E Research 
Associates, 1976. 130 p. HQ1391.U5W47 


Bibliography: p.128-130. 


Why so few women have made it to the top. (In Business week, June 5, 1978, 
p.99-100+) 

Winston, Sandra. The entrepreneurial woman. lst ed. New York, Newsweek Books, 
c1979. 238 p. HF5500.3.U54W54 


Bibliography: p.236-238. 


Women in management [compiled by!) Bette Ann Stead. Englewood Cliffs, N.J., 
Prentice-Hall, cl1978. 362 p. HD6095.W66 
Bibliography: p.331-353. 
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Executive Development for Women--cont inued 


Bibliographies 

Pask, Judith M., comp. The emerging role of women in management: a bibliography. 
West Lafayette, Ind., Krannert Graduate School of Industrial Administration, 
Purdue University, 1976. 49 p. 27963.E7P37 

U.S. Dept. of Labor. Library. Women in management: selected recent references, 
prepared by JoAnne Yarborough. Washington, 1978. 29 p. 


27963.E/7U53 
Partial contents.-Women managers--development, training, and recruitment.- 
Women in business. 
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MIDDLE MANAGERS 


Applebaum, Steve H. Attitudes and values: concerns of middle managers. (In 
Training & development journal, Oct. 1978, v.18, p.25-33) 
"Organizations do not place enough emphasis and reward on original and con- 
ceptual thinking on the part of their middle managers." 


Couch, Peter D. Learning to be a middle manager. (In Business horizons, Feb. 
1979, v.22, p.33-41) 

"As managers move up in the organization they require new perspectives, atti- 
tudes, and skills. Moving into 'middle management' between first-line supervision 
and vice-presidency may require substantial adjustments in these areas. . 
Inform abstract. 


Frangipane, Louis J. First-line supervisors say of middle managers: ‘there's lots 
of room for improvement. ' (In Management review, Oct. 1979, v.68, p.46) 

HEW tries the Sterling approach. (In Government executive, Mar. 1978, v.10, 
p.32-34) 


"Highlights: In an agency not normally noted for management effectiveness, a 
mid-level development program is scoring well. In one way, the approach might well 
develop strong talent in-house for future movement to slots now filled from the 
outside. And the civil servants involved are making it work.” 


Kavanagh, Michael J. and David R. York. Biographical correlates of middle manag- 


ers performance. (In Personnel psychology, Summer 1972, v.25, p.319-332) 


Kay, Emanuel. The crisis in middle management. New York, Amacom, 1974. 
168 p. HD31.K376 


Lauer, Peter H. How to pick the right middle manager. (In Personnel adminis- 
trator, Aug. 1978, v.23, p.64-66) 

"Finding the right middle manager for a key position can be a difficult task. 
Sometimes senior executives make recommendations of persons they know, but this 
approach is limited. Advertising...often does not produce suitable candidates, 

..'--Inform abstract. 


Ulrich, Heinz. Job interviewing for middle management. (In Manage, July/Aug. 

1978, v.30, p.6-8) 
",..the first 5 minutes of a job interview are critical... Middle managers 

going into any new company will be judged on how they will fit into the management 
team working there...'"--Inform abstract. 

U.S. Civil Service Commission. Library. Self development aids for supervisors and 
middle managers. Washington, 1974. 60 p. (Its Personnel bibliography 
series, no.58) Z7164.E5U538 no.58 


Updates no.34 of the same series, published in 1970; same title. 
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SUPERVISION OF EMPLOYEES 


Benton, Lewis R. Supervision and management New York, McGraw-Hill, 1972. 
544 p. (McGraw-Hill series in management ) T58.2.B45 


Bittel, Lester R. What every supervisor should know. Cartoons by Al Ross. 
3d ed. New York, McGraw-Hill, 1974. 756 p. T58.2.B57 1974 


Black, James M. Positive discipline. New York, American Management Association, 
1970, 215 p. HD6962.D6B6 


Black, James M. Training and supervising the hard core. Swarthmore, Pa., 
Assignments in Management, 1973. 51 p. T58.2.B63 


Blake, Robert R. and Jane S. Mouton. The grid for supervisory effectiveness. 
Austin, Tex., Scientific Methods, 1975. 112 p. T58.2.B64 


Broadwell, Martin M. The new supervisor. 2d ed. Reading, Mass., Addison- 
Wesley Pub. Co., cl979. 172 p. T58.2.B69 1979 


Cowan, John. The self-reliant manager. New York, Amacom, cl977. 255 p. 
T58.2.C66 


Crocker-Citizens National Bank. Developing a success-oriented attitude; a case- 
book for supervisors. Reading, Mass., Addison-Wesley Pub. Co., 1970. 163 p. 
T58.2.C7 


Dowling, William F. and Leonard R. Sayles. How managers mctivate: the imperatives 
of supervision. 2d ed. New York, McGraw-Hill, cl1978. 450 p. 158.2.D64 1978 


Eckles, Robert W. (and others! Essentials of management for first-line super- 
vision. New York, Wiley, 1974. 642 p. T58.E27 


Eckles, Robert W. (and others! Supervisory management: a short course in super- 
vision. New York, Wiley, 1975. 293 p. (Business administration series) 
Wiley professional development programs. T58.2.E282 
Adaptation for individual self-study of the authors' Essentials of management 
for first-line supervision. 


Effective supervisory practices: better results through teamwork, prepared by the 
Univ. of Georgia's Institute of Government and Center for Continuing Education. 
Washington, published for the Institute for Training in Municipal Administration 


by the International City Management Association, cl978. 225 p. (Municipal 
management series) JS155.E4 
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Evans, ©. George, Supervising R&D personnel, New York, American Management 
Association, 1969, 142 p, Q180,A1LE8 

Fulmer, Robert M, Supervision: principles of professional management. 
Beverly Hills, Calif., Glencoe Press, c1976. 391 p. 758.2. F85 

Gellerman, Saul, Motivation and productivity. New York, American Management 
Association, 1963, 304 p. HD4904 643 


"In plain, non-technical language, this book translates the results of thirty 
years’ study into motivational techniques that managers can use to increase 


individual productivity.'=-publisher's announcement. 
Goldstein, Arnold P. and Melvin Sorcher. Changing supervisor behavior. 
New York, Pergamon Press, 1973, cl1974, 90 p. T58.2.G55 


Bibliography: p.83-88. 


Haimann, Theo and Raymond L. Hilgert. Supervision: concepts and practices of 
management. Cincinnati, South-Western Pub. Co., c1972. 429 p. 156.2.H28 


Henderson, Richard I. and Waino W. Suojanen. The operating manager: an integra- 
tive approach. Englewood Cliffs, N.J., Prentice-Hall, 1974, 369 p. 
T58.2.H45 
Kirkpatrick, Donald L. A practical guide for supervisory training and development. 
Reading, Mass., Addison-Wesley, 1971. 182 p. T ©.2.K45 
Kleeman, Rosslyn. How to deal with the nonproductive, federal employee. (In 


Civil service journal, Apr./June 1979, v.19, p.46-48) 
Excerpts from ch.4 of a General Accounting Office report, Oct. 1978, on how to 
deal with nonproductive employees. 


Lundgren, Earl F. [and others) Supervision. Columbus, Ohio, Grid Inc., c1978. 


178 p. (Grid series in management) T58.2.L85 
McConkey, Dale D. No-nonsense delegation. New York, AMACOM, 1974. 228 p. 
HD38.M211 


"Details the most successful methods for delegating managerial responsibilities. 
Provides the techniques, skills and the know-how for avoiding blunders, exercis- 
ing authority, and accomplishing goals."--publisher's announcement. 


Mills, Lon. A manual: labor relations for supervisors. Day to day living with 
employee organizations. Washington, Labor-Management Relations Service, 1974. 
28 p. (Strengthening local government through better labor relations, no.19) 


HD5506.C54S77 no.19 
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Supervision of Employees~~continu ed 

Morrison, James H, Human factors in supervising minority group employees; Ccon- 
ference leader's guide, Prepared for the Public Personnel Association. 
Chicago, ¢c1970, 207 p. HD4903,5,U5M6 


Handout material. 


National Safety Council, Successful supervision; a concise guide to good manage-~ 
ment. Chicago, 1970, 24 p. T58.2.N36 
North Carolina Manpower Development Corporation. Management awareness program; 


a training program aimed at more effective supervision of disadvantaged employees; 
instructor's manual. Chapel Hill, 1972. 1 v. (various pagings) HD5853,N582 

Prepared under grant no,82-37-71-47 from the U.S. Dept. of Labor, Manpower 
Administration, 


Nutt, Merle CU, Meeting the challenge of supervision. New York, Exposition 
Press, 1972. 297 p. (An Exposition-university book) T58.2.N87 


Plunkett, Warren R. Supervision: the direction of people at work. Dubuque, 
lowa, W.C. Brown Co., 1975. 299 p. T58.2.P55 
Bibliography: p.291-292. 


Reber, Ralph W. and Gloria E. Terry. Behavioral insights for supervision. 
Englewood Cliffs, N.J., Prentice-Hall, 1974, ci975. 265 p. HD4904..R23 


Reeves, Elton T. So you want to be a supervisor! New York, American Management 
Association, 1971. 133 p. T58.2.R442 

Rudkin, Donald A. and Fred D. Veal. Principles of supervision. lst ed. 
Philadelphia, Auerbach Publishers, 1973. 116 p. T58.2.R8 

Saint, Avice M. Learning at work; human resources and organizational development. 
Chicago, Nelson-Hall Co., 1974. 332 p. (Professional-technical series) 

T73.825 

Sanzotta, Donald. Motivational theories and applications for managers. 
New York, AMACOM, 1977. 184 p. T59.S16 

Shout, Howard F. Start supervising. Washington, Bureau of National Affairs, 


1972. 145 p. T58.2.846 
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Supervision of Employees--cont inued 


Sibson, Robert E. Increasing employee productivity, New York, AMACOM, 1976, 
210 p. 759,852 
".,.practical, how-to guide to help managers increase employee productivity. 
Valuable advice, proven techniques and procedures give a clear grasp of employee 
problems and solutions.'"=-publisher's announcement. 


Steinmetz, Lawrence L. and H. Ralph Todd, First-line management: approaching 
supervision effectively. Rev. ed. Dallas, Business Publications, 1979, 
445 p. T58.2.877 1979 
Stewart, Nathaniel. Help your boss & help yourself. Drawings by Henry Martin. 
New York, AMACOM, 1974, 148 p. HP5386.S74 
Tagliaferri, Louis E. and Janan Talafer. Successful supervision. New York, 
Wiley, c1979, 180 p. (Wiley self-teaching guides) T58.2.73 
Terry, George R. Supervision. Rev. ed. Homewood, Ill., R.D. Irwin, 1978. 
459 p. T58.2.T44 1978 


Bibliography: p.436-438. 


Uhles, Ernest N. How to become an effective supervisor; a survival manual for the 
man in the middle. lst ed. New York, Exposition Press, 1971. 120 p. 
T58.2.U45 


U.S. General Accounting Office. A management concern, how to deal with the non- 
productive federal employee: report to the Congress, by the Comptroller General 
of the United States. Washington, 1978. 31 p. JK765.A5°6 1978a 

"FPCD-78-71." "B-150411."' 


U.S. General Accounting Office. Most Federal employees on the job 40 hours or 
more weekly: tighter controls among proposals for those who work less; report to 
the Congress, by the Comptroller General of the United States. Washington, 
1979. 106 p. JK765.A596 1979 

"FPCD-79-24."' "B-179810." 


Van Dersal, William R. The successful supervisor in government and business. 
Rev. ed. New York, Harper & Row, 1968. 206 p. T59.V2 


Van Fleet, James K. Guide to managing people; how to control people through the 
secrets of dynamic leadership and supervision. New York, Parker Pub. Co., 
1968. 159 p. T58.2.V35 
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Supervision of Employees~-cont inued 


White, James R.H, Successful supervision, Drawings by Bernard McCabe, 
London; New York, McGraw-Hill, c1975., 243 p. T58.2.W48 
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SECURITY MEASURES 


Gorrill, B.E. How to prevent losses and improve profits with effective personnel 
security procedures, Homewood, I11., Dow Jones-Irwin, 1974, 134 p. 
T59.25.G67 
Hemphill, Charles F. Management's role in loss prevention, New York, AMACOM, 
1976, 186 p. HF5387.H45 
Levine, Deborah. How to avoid waste, fraud, and abuse in your operations. (In 


Management, Jan. 1980, v.1, p.11-13) 
Written especially for Federal government managers. 


Post, Richard S. Determining security needs. Madison, Wis., Oak Security 
Publications Division, 1973. 264 p. TH9705.P6 

Sandell, Roland M. Watch out for thievery. (In Supervision, June 1979, v.4i, 
Pp. 11-12) 


"Under casual management, the opportunities to steal are endless. ... 

"The type of antitheft controls that are required are not the kind resented by 
employees. Basically they are the sound application of good supervisory princi- 
ples. 

"They are as follows:...' 


Taylor, W.L. and J.P. Cangemi. Employee theft and organizational climate; you 
can't handle one without considering the other. (In Personnel journal, Oct. 
1979, v.58, p.686-688+) 

Includes a bibliography at end of article (p.714). 


MANAGEMENT IN THE FEDERAL GOVERNMENT 
See EXECUTIVE COMPENSATION for material on compensation of government executives, 


See PERSONNEL MANAGEMENT for material on personnel management in the Federal 
Government, 


Books and Pamphlets 


The Adwinistration of the new federalism: objectives and issues, Leigh E. Grosenick, 
editor. Washington, American Society for Public Administration, 1973. 136 p. 
(American Society for Public Administration, Special publication) JK325.A5 

Proceedings of a conference sponsored by the Federal Executive Institute, and 
held Jan. 14-19, 1973, at the Institute, Charlottesville, Va. 


Balk, Walter L. Improving government productivity: some policy perspectives. 
Beverly Hills, Calif., Sage Publications, c1975. 70 p. (Sage professional 
papers in administrative and policy studies; ser. no.03-025) 


Bibliography: p.67-70. HD4945.B27 
Benveniste, Guy. The politics of expertise. Berkeley, Glendessary Press, 1972. 
232 p. JF1525.C6B45 


"This book clarifies the role of systems experts and planners in government and 
industry in the context of the rapid changes taking place in technological 
societies. ..." 


Berkley, George E. The administrative revolution; notes on the passing of 
organization man. Englewood Cliffs, N.J., Prentice-Hall, 1971. 181 p. 
JF1351.B46 


Boren, James H. When in doubt, mumble; a bureaucrat's handbook. Introd. by 
Laurence J. Peter. New York, Van Nostrand Reinhold Co., 1972. 172 p. 
A humorous treatment. JF1351.B67 


Bureaucratic encounters: a pilot study in the evaluation of government services, by 
Daniel Katz...et al, Ann Arbor, Mich., Survey Research Center, Institute for 
Social Research, University of Michigan, 1975. 264 p. JK424 .B87 

"ISR code no.4003." 
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Lawler, Edward FE, Performance appraisal and merit pay. (In Civil service 
journal, Apr./Juse 1979, v.19, p.13-18) 
Partial contents.-Why tie pay to performance?-Can it work?-Why so difficult?- 
What are the results of failure?-How do you make it work?-What are the mechanics? 


Newland, Chester A, Performance appraisal of public administrators: according to 
which criteria? (In Public personnel management, Sept./Oct. 1979, v.8, 
p. 294-304) 


"Three double sets of criteria for performance ppraisal of public administra- 
tors are examined in this paper: (1) agency and subordinate expectations, focusing 
principally on new United States Government performance appraisal criteria for 
executives, using the National Aeronautics and Space Administration approach for 
illustration; (2) requirements of the law and responsibility to the public; and (3) 
professional standards and self-expectations. Executive functions are identified on 
which evaluation of organizational, not individual, performance may be required." 


Performance. Washington, U.S. Office of Personnel Management. 
A periodical for government managers and supervisors; first issue to be 
published in May 1980, and will contain an in-depth article on performance 
appraisal, according to announcement in Management, Spring 1980. 


Stanley, David T. The quality of senior management in governments in the United 
States: a working paper for the National Academy of Public Administration. 
Washington, National Academy of Public Administration, 1979. 40 p. 

Bibliography: p.33-37. JK723.E9883 


Sugar, Mary M. land others) Performance appraisal--cornerstone of civil service 
reform. (In Civil service journal, Apr./June 1979, v.19, p.19-20) 
"While this article is directed toward non-SES employees, many issues apply to 
both groups." 
Partial contents.-Basic statutory requirements.-What do the changes mean to me 
as a manager.-Participation in training. 


Sugarman, Jule. Some realistic criteria for appraisal systems. (In Management, 
Spring 1980, v.1, p.16-21) 
Discusses performance appraisal of government managers. 
Author is Deputy Director, 0.P.M. 


U.S. General Accounting Office. Federal employee performance rating systems need 
fundamental changes: report to the Congress by the Comptroller General of the 
United States. Washington, GAO, 1978. 142 p. JK768.2.A4 

"FPCD-77-80." "B-150411." 
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MAGAZINES ON MANAGEMENT AND PERSONNEL MANAGEMENT 


Following is a list of magazines in the fields of management and personnel 
management which are received curreatly in the Periodicals Branch of the Library. 
These magazines can be routed to Department of Labor employees in Washington (not to 
regional or field employees). Regular routing may be requested by sending a memo~- 
randum to the Periodicals Branch, 

Back issues of periodicals as well as current issues are available for loan 
also. The loan period is one week, 

lhe Periodicals Branch telephone number is 523-8216, 


Academy of management journal, Mississippi State, Miss., Academy of Management, 
quarterly. 

Academy of management review. Mississippi State, Miss., Academy of Management. 
quarterly, 

Administrative management. New York, Geyer McAllister. monthly. 

Administrative science quarterly. Ithaca, N.Y., Cornell University Graduate 
School of Business and Public Administration. quarterly. 

Bureaucrat. Washington, National Capital Area Chapter, American Society for Public 
Administration. quarterly. 

Business horizons. Bloomington, Ind., Indiana University, Graduate School of 
Business, bimonthly. 

California management review. Berkeley, University of California, Graduate School 
of Business Administration. quarterly. 

Compensation review. New York, American Management Association. quarterly. 

Firstline; a newsletter for supervisors and midmanagers. Washington, U.S. Office 
of Personnel Management. bimonthly. 

Government executive. Washington, Executive Publications, Inc. monthly. 

Harvard business review. Boston, Harvard University Graduate School of Business 
Administration. bimonthly. 


Infosystems. Wheaton, I1l., Hitchcock Pub. Co. monthly. 
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Magazines on Management and Personnel Management=~continued 


Journal of systems management. Cleveland, Ohio, Association for Systems Manage~ 
ment, monthly, 

Long range planning. Oxford, England, Pergamon Press, for the Society for Long 
Range Planning. bimonthly. 

MSU business topics. East Lansing, Michigan State University Graduate School of 
Business Administration, quarterly. 

Manage. Dayton, Ohio, National Management Association. bimonthly. 

*Management. Washington, U.S. Office of Personnel Management. quarterly. 

Management review. New York, American Management Association. monthly. 

Management world. Willow Grove, Pa., Administrative Management Society. 
monthly. 

Organizational dynamics. New York, American Management Association. quarterly. 

Personnel. New York, American Management Association. bimonthly. 

Personnel administrator. Berea, Ohio, American Society for Personnei Administra- 
tion. monthly. 

Personnel and guidance journal. Washington, American Personnel and Guidance 
Association, monthly. 

Personnel journal. Costa Mesa, Calif., A.C. Croft, inc. = monthly. 

**Personnel literature. Washington, U.S. Office of Personnel Management Library. 
monthly. 


The accessions list of the OPM Library, listing new books, pamphlets and maga- 
zine articles. Arrangement is by subject, with an annual index. 


The Library's Personnel Bibliography Series is compiled from the listings in 
Personnel literature. 


*Shelved in "U.S." section of General Periodicals Room. 


**Shelved with indexes in the Reference Room. 
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Magazines on Management and Personnel Management --continued 


Personnel management abstracts. Ann Arbor, Mich., University of Michigan, Graduate 
School of Business Administration, quarterly, 
Contains 1) indices to periodical articles, by subject, author and title, The 
subject index includes an annotation for each article, 2) abstracts of articles 
and new books on personnel management, arranged together under subject headings. 


Public administration review. Washington, American Society for Public Adminis~ 
tration, bimonthly. 
Public personnel management. Washington, International Personnel Management 


Association, bimonthly. 


Public productivity review. New York, Center for Productive Public Management, 
John Jay College of Criminal Justice, City University of New York. quarterly. 


SAM advanced management journal. New York, Society for Advanced Management. 
quarterly. 
Sloan management review. Cambridge, Mass., Sloan Management Review Associates, 


Alfred P. Sloan School of Management, Massachusetts Institute of Technology. 
3 issues per year. 


Supervision. Burlington, Ia., National Research Bureau. monthly. 
Supervisory management. New York, American Management Association. monthly. 


University of Michigan business reivew. Ann Arbor, Mich., University of Michigan 
Graduate School of Business Administration. bimonthly. 
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